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certif ica^.es ; accepting deposits; cashing and issuing drafts; 
operating teller machine; and opening new accounts. (BP) 
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FORJEWORD 




The occupational analysi^^pro ject was conducted by The Instructional Materials 
Laboratory, Trade and Industrial~Educa^on , The Ohio State University in con- 
Junction with the State Departmenrt of Education, Division of Vocational Educa" 
tion pursuant to a grant frora^ the U. S . Office of Education. 

The Occupational Analysis prt>j^ct was proposeS and conducted to train voca- 
tional educators in the techniques^^T^malci^g a comprehensive occupational 
analysis. Instructors were selected from AgricuItAire , Eua4^^e^s'r'D1rsTlT&utI ve , 

Home Economics and Trade and Industrial Education to gain experience in 

developing analysis documents for sixty-one different occupations., Rppresen- 
t-ativ€^from Business, Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 



The project was- conducted in three phases., Pnase one involved the planning 
and developmerrt^L the project strategies.. The analysis process was based 
on sound principles of Learning and behavior. Phase two was the identifica- 
tion, selection and orientation o f ^a41 participants. Thj training and wojrk^ 
shop sessions constituted the third phase Two-^Tweek workshops were held 
during which teams of vocational instructors conducted^~an-.,^nalysis o^L^t^he 
occupations in which they had employment experience. The instruet^rs were 
assisted by both occupational consultants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included r statement of the various tasks performed 
in each occupation. For each task the foJ lowing items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per- 
formance in the occupation.^ The analysis data provided a basis for generating 
instructional materials, course outlines, student performance objectives, 
criterion measures as well as identifying specific supporting skills and 
knowledge in the academic subject areas.; 



I, 



PREFACE 



The following occupational analysis of the bank teller occupation is a broad defini- 
tion of the teller function. A teller in a small bank would be required to perform 
all of the duties listed. This can be contrasted with a teller in a large metropol- 
itan bank, who would perform a more specialized function, and whose work day may con- 
sist of performing as few as two of the duties listed. It is felt that at least an 
understanding of the tasks required to perform all of the duties listed is "lecessary 
for anyone performing the teller function, regardless of the size of the institution 
in which he/she works. 
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JOB DESCRIPTION 



The bank teller performs the duties necessary to service bank customers; opens and 
closes the teller cage; processes va^. ious type of payvt^nts; accepts deposits, both 
checking and swings; cashes and issues drafts; processes safety deposit box trans- 
actions; operates teller machine; processes govemTCnt bond transactions; opens new 
accounts; and processes savings certificates. 
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Duty B Processing Payments 



1 Deternine type of payment 

2 Verify amount 

3 Issue receipt and post transaction 
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Duty C Accepting Deposits - Checking and Savings 



1 Determine type of deposit 

2 Verify amount 

3 Post transaction and issue receipt 
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Duty D Cashing Drafts 

1 Determine validity of draft 

2 Identify bearer 

3 Honor draft 
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Duty E Issuing Drafts 

1 Issue money order 

2 Issue cashier's check 

3 Issue certified check 

4 Issue traveler's check 
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Dsty F FroMssing Safety Deposit Box Tratitactions 



1 Determine cuetoMr needs end prepare rental contract 

2 Collect rental fees and isaiM^ receipt 

3 Adilt custoMr to safety deposit box 
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